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QUAN LY THOI GIAN VA TO CHUC CONG VIEC

Muc tiéu khoa hoc

Khéa dao tao trang bi cho ngudi hoc nhiing hiéu biét
vé cac nguyén tac cot 16i trong quan ly thaoi gian, cach
thuc van dung nhiing cong cu quan ly thai gian, dé dat
hiéu qua t6i uu trong hoc tap cling nhu céng viéc.

Poi tugng tham du
® Lanh dao va can bd quan ly cac cap lién quan dén
san xudt, chat luong, k& hoach, td chiic nhan su.
® Quan déc, ky thuat, QA/QC, quan ly san xuat.

= Nhiing ngudi quan tam dén viéc hoan thién ky nang
mém cho ban than

Ndi dung chinh
® Phan 1: Tam quan trong cla quan ly thai gian
- Tai sao phdi quan ly thai gian?
- Nhiing théi quen lang phi thdi gian
- Nhan dién nhiing “ké cap” thoi gian
- Tac hai ctia tat chan chu
- H6i chiing “voi”
- Van dung nguyén ly 80/20 vao quan ly thai gian
- 5A dé quan ly thdi gian hiéu qua

® Phan 2: Cac cong cu d€ quan ly thai gian ca nhan
- Cach viét muc tiéu SMART
- Ma tran quan ly thai gian
- Xac dinh thu tu uu tién trong cdng viéc
- Lich trinh hiéu qua (ké hoach tuan, ké hoach ngay,...)
- Ghi lai nhat ky céng viéc
- Quan ly thai gian theo ki€u Jim Collin

® Phan 3 - Ky nang té chiic cong viéc bd phan trong DN
- Ich 1gi ctia t6 chiic cong viéc
- Phuong phép 5S
- Phuong phép 5W1H
- Lap ké hoach t6 chiic thuc hién cong viéc 5SW1H2C5M
- Cach phan céng céng viéc STARTS
- Cac cdng cu hé trg va phan mém tién ich phd bién

Giang vién

Cac giang vién c6 kinh nghiém thuc té lau nam trong
céng tac quan ly chat lugng thuy san dang cong tac
tai Trung tam Dao tao va Xuc tién Thuong mai VASEP
(VASEP.PRO) va cOng tac vién cla Trung tam

Phuong phap giang day
Dua trén nguyén tac ldy ngudi hoc lam trung tam,
phat huy tinh than chd déng sang tao cla hoc vién
dé hoc vién ti€p nhan bai gidng hiéu qua theo cac noi
dung sau:

® Thuyét trinh

® Bai tap ca nhan, phan tich cac truong hgp thuc tién

® Bai tap nhom, thdo luan nhém

® Thao luan, trao d6i kinh nghiém va hoi dap

® Thuc hanh thuc té tai doanh nghiép

Thai gian dao tao
02 ngay, gobm ca ly thuyét, bai tap thuc hanh rén luyén

ky nang tai I6p va thuc hanh thuc té tai cdc doanh
nghiép

Ching chi va quyén lgi hoc vién
m Hoc vién tham gia chuong trinh sé dugc nhan 01
bo tai liéu, 01 &n pham chuyén nganh.

® Hoc vién tham du trén 80% thdi lugng khod hoc va
hoan thanh danh gia cuéi khoa sé dugc cap giay
ching nhan hoan thanh khéa hoc ctia Hiép héi
Ché bién va Xuat khdu Thiy san Viét Nam (VASEP)
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